Beginning the Application Process: Submitting Your Resume
The first step in the application process in BrassRing is to submit your resume. Although not required, resumes are recommended as a quick

way for you to enter your information into the system and an easy way for the hiring supervisors to view your background education and
experience record.
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Submit resume

Tao begin the application process, please choose one of the options for submitting waour resume in the Resume/CW zection below:

+ I you have already submitted a resume inthis system and want to use it again, you can:

o Selectthe first option below and proceead.
+ I you are using this system for the first time and you hawe a resume, you can:

o Upload your existing resume from wour computer. ¥ou may also type or paste in a cover letter.

o Twpein or cut and paste a Resume into the resume textbos. Wou may also type in or cut and paste in 3 cower letter.
+ I you dont hawe a resume, you can:

o clidk Continue and enteryourinformation directly into the given forms.

Cantinue | Cancel |

Resume/CV f

Choose ane of the methods below to submit wour resumerCw,

Use a resumefCW from my profile

Fife to uploadt | / Browse... |
¢~ Enter my resume/CV by typing or copying itin Hame thizlrasumesCw: oy HEEIRE@%’HE

No resume: If you do nonhave a resume, j ¢k Continue.
urrent resume in systemy € already uploaded or entered a resume to your profile, click the radio button by the Use a resume/CV from

my profile and click Con
Upload a new me: To addh\a new resume to the system, click the radio button by the Upload my Resume/CV from my computer option. Then

click Browse to find your resume.\Follow the instructions on the screen, including giving the resume a name.
Type your resume into BrassRingy If you want to type or paste your resume directly into BrassRing, click the radio button next to the Enter my
resume/CV by typing or copying it in option. Then click Continue.

When your resume is entered into the system and you click Continue, you will see the first applicant information screen with your basic applicant
information. The system will automatically populate any fields it can from your resume (that is why formatting is important.) Review all information
entered by the system, change any wrong items and add any missing information: click Continue. You will be directed through several other system
forms as part of your application. Click Continue as your finish each screen. When you have completed all required forms, the system will show
you a confirmation screen and send you a confirmation e-mail to the e-mail address listed in your profile.




